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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study is to determine the 
extent of the guidance services provided for business 
education students in Virginia's secondary schools. 
Analysis of the Problem 
The following subordinate problems are involved in 
this studyz 
1. To ascertain the types of guidance services 
which are provided for business students in 
the state of Virginia. 
2. To determine what test data and any other 
records or materials are used in providing 
guidance for business students. 
3. To determine which high school and junior high 
school staff members are responsible for counseling 
and placement. 
4. To ascertain the procedures used in counseling, 
placement, and follow-up of business students. 
5. To make recommendations based upon the findings 
in this survey for the improvement of the 
guidance services for business students in 
the secondary schools of Norfolk, Virginia. 
Delimitation of the Problem 
This study consists of a survey of the guidance 
services available to business education students in the 
secondary schools of the state of Virginia. It is based 
upon an analysis of the data obtained from junior and 
senior high schools offering business education. 
Justification of the Problem 
Secondary education has advanced to the place where 
the primary interest has shifted from a consideration of 
isolated segments of the pupil and subject matter to 
problems centering around the unified individual and his 
well being. The pupil is seen neither sentimentally 
nor coldly, but as a living being faced with real problems 
of adjustment, It is in this setting, primarily, that 
guidance has come to the fore as an important part of 
modern education. This development is but the natural 
outgrowth of the trend in a society committed to the 
democratic way of life, in which adequate educational 
opportunity is considered an inalienable right of every 
American.l 
As the enrollment increases, there will be a need for 
expansion in guidance services to keep pace with the growing 
1. Chisholm, Leslie L., Guiding Youth in the Secondary 
School, American Book Company, Boston, 1950, p. 32. 
• 
schoo.l population. In the s5=hool years 1948 and 1949, 
approximately three and five tenths million students were en-
rolled in business subjects in the secondary schools. 1 
Mass education has also resulted in a mueh more hete-r-
ogeneous high school student bo9y with respect to intere~tts, 
capacities, and vocational aims. The public high school has 
become an integral part qf the educational Mladder.• At the 
same time high school education has become a terminal educa-
tion institution for about five-sixths of the youth who con-
tinue their schooling beyond the elementary level. 
This dual function of the high school poses a serious 
problem to American educators who realized that if the great 
achievement of the public school system is to be maintained, 
its educational aims would have to be reinterpreted in the 
light of changed conditions. These changed conditions are 
increased enrollment, the decreased proportion of youth in 
employment, and the inalienable right of every youth to a 
high school education. The curriculum has become the in-
strument for obtaining this objective. The adjustment of 
the curriculum to new conditions is rapid. In contrast to 
the notable achievement of fitting the curriculum to the 
I. Enterline, H. G., "The Characteristics of a Changing 
School Population," The American Business Education Year-
book, Vol. 13, Eastern1fu.slness Teachers Association ancf"' 
Rational Business Teachers Association, 1956, p. 16. 
• 
educational aims is the slowness of adopting measures 
to assist the student in selecting the optimum vocational 
curriculum in keeping with the students' interests, needs, 
skills, and abilities. 
There are many vocational opportunities for qualified 
business students in the Tidewater Area of Virginia, either 
through teachers, personal touch, friends, relatives or 
some other means. A check shows that from 1945 through 
1953, 50 per cent of the graduates of the business 
department of the nearby college, Norfolk Division of 
Virginia State College, furthered their education and 
50 per cent did not continue in school. 1 
To further emphasize vocational opportunities for 
qualified business students in the area, mention is made 
of the large number of governmental defense agencies 
located in the Tidewater Area. The Norfolk Navy Yard 
in Portsmouth, the Naval Base and the Naval Air Station 
in Norfolk, the Naval Amphibious Base at Little Creek, 
The Naval Ammunition Depot at St. Julian's Creek, the 
Naval Aviation Supply Depot, and the Hampton Roads Port 
of Embarkation in Norfolk are a few of the larger 
government agencies that have made Norfolk one of the 
most important defense centers in the world. The 
1. Cobb, Florence J., A Study To Determine the Effectiveness 
of the Business Education Curriculum of the NOrfolk 
DiviSion of Virginia State College For-tne-Years 1945 
through 1953, p. 3, Unpublished Master's Thesis, Boston 
University 1957. 
greatest concentration of ships of the United States 
Navy are berthed here. 
Since the out-set of the Korean conflict, the heavy 
concentration of defense activities within this area has kept 
employment on the upswing, month after month of each year.l 
President Eisenhower recently made a study of 
eight Tidewater stations; his findings showed that there 
were 37,060 civilians employed at these major naval 
installations in the area.2 
As the enrollment in the Virginia secondary schools 
grows and as the changing economic order reflects changes 
in occupations, the burden on the business education 
department for furnishing adequate guidance increases. 
The business department guidance worker should start 
the student toward self-guidance; encourage him to chart 
a course of action during his high school years; and 
assist him so that he will be able to approach his 
problems in later life in a more intelligent manner and 
thus arrive at satisfactory solutions. 
l. Statistical Data About Norfolk, Virginia, Prepared by 
the Norfolk Chamoer-of Commerce, January l, 1953, p. 9. 
2. Ibid., p. 23. 
• 
Hall 1 states in his article delivered at the Annual 
Convention of the National Vocational Guidance Association 
held in Washington, D. C.z~ 
"The need for systematic program of guidance for 
our Virginia pupils has been apparent for some time; 
especially has the need shown itself when we realize 
that too many of our boys and girls are leaving our 
high schools with little idea of the fields of work 
they are entering. We see that a large number of our 
students drop out of high school for no evident 
good reason, in the enormous number of drifters 
in the field of occupations, and in the inability 
of the majority or out high school pupils to make 
a wise selection. 
If we are desirous of training our boys and 
girls to become worthwhile citizens, it must be 
recognized that guidance in all its forms--moral, 
civic, educational, and vocational is a state 
function.• 
Thus far there has been no investigation conducted to 
determine the extent of the guidance services rendered 
to business education students in the State of Virginia. 
The findings of this study should assist in improving the 
guidance facilities for business students. 
Definition of Terms 
In order that there may be a common interpretation 
of the terms used in this investigation the following 
definitions are set forthz 
1. Guidance. Technique of leading a child to a 
purposeful goal by arranging an environment that 
will cause him to feel basic needs, to recognize 
these needs, and to take purposeful steps toward 
1. Sidney Hall, "Problem of Guidance in Virginia Schools,• 
The Vocational Guidance Magazine, (February, 1932), Vol. 10, 
pP· 273-274. 
satisfying them.l 
2. Business Curriculum, The business curriculum 
consists of that group of business education and 
related subjects, systematically arranged, which 
are prescribed for graduation or for certification 
in some field of business.2 
3. Tidewater Area of Virginia. That area of 
Virginia, boardering on the water affected by 
the ebb and flow of the tide--the seaboard. 3 
4. Vocational Guidance. The process of assisting 
the individual to choose an occupation, prepare 
for, enter upon and progress in it. It is con-
cerned primarily with helping individuals make 
decisions and choices involved in planning a 
future and building a career--decisions and 
choices necessary in effecting satisfactory 
vocational adjustment. 4 
1. Good, Carter, V., Editor, Dictionary of Education, 
McGraw-Hill Book Company, Inc., New York, 1945. 
2. Dame, John F., and Brinkman, Albert R., Guidance in 
Business Education, South-Western Publishing Company, 
Cincinati, Ohio, 1954, p. 21. 
3. Webster-Merriam A., New International Dictionary, Second 
Edition, G. & C. Merriam Company, Sprlngfield, 1940, p. 888. 
4. Gertrude Forrester, Methods of Vocational Guidance, 
D. C. Heath and Company, Boston,-r951, pp. 35-36. 
• 
CHAPTER II 
REVIEW OF RELATED LITERATURE AND RESEARCH 
Introduction 
Research studies and literature pertaining to 
guidance in the secondary schools were studied to 
obtain a knowledge of the guidance services which were 
available to business students. An analysis of the more 
important findings relating to guidance has been reported 
below. 
Need for Guidance 
Research studies and literature have indicated that 
there is need for better guidance programs for business 
education students than exist in most schools today. 
With the high increase in the secondary school 
population, the high school has nearly a complete 
cross section of society. The secondary school is 
characterized by tremendous diversity in the interests 
and abilities of the student body. The needs of the 
students must be provided for if all are to assemble 
information concerning the qualities and characteristics 
of youth. 
The office of Education estimated that total 
enrollments would increase between 1955 and 1965 as 
followsr in elementary schools, from 27,738,000 to 
35,659,000 or approximately 20 per cent; in secondary 
• 
schools, from 7,422,000 to 11,890,000 or approximately 
60 per cent. 1 
In the school year 1948-49, approximately three and five-
tenths million students were enrolled in business subjects in 
the secondary schools. 2 This number will increase to seven 
million in 1964-65 if the business subject enrollment continues 
to be 60 per cent of the total school enrollment. 3 
The complexity of our economic society, the increasing 
number of students attending school, and an awareness of in-
dividual differences make guidance in the schools inevitable. 
It is true that schools have always provided some type of 
guidance for the students, even though the word guidance 
may not have been used. This statement is brought out even 
more when Allen 4 states that there ist 
"Confusion in the. minds of mariy teachers and 
principals concerning the definite placing of the 
1. Earl W. JJnderson, Margaret A. Vesey, and Charles M. 
Rayburn, "Investigation of Teacher Supply and Demand RepoDted 
in 1955,• Educatio.nal Research Bulletin, Vol. 35, May, 1956, 
p. 128. 
2. H. G., Enterline, "The Characteristics of a Changing 
School Population,• The American Business Education Yearbook, 
Vol. 13, Eastern Business Teachers Association and National 
Business Teachers Association, 1956, p. 16. 
3. Paul S. Lomax, "Challenges for the Future in Business 
Education,• The ~~~~'~Business Education quarterly, 
Vol., 23, May;-1 
4. Richard D. Allen, "Delegating the Guidance Functions 
within a Secondary School, The Vocational Guidance Magazine, 
Vol. 10, October, 1931, p. I47 
• 
• 
responsibility for the performance of various 
guidance functions, This confusion arises because 
of the fact that many guidance functions have always 
been performed by the best teachers but have not been 
called guidance. They have merely been associated 
with professional responsibility. Some assume that 
the introduction of organized guidance will relieve 
teachers of such responsibilities through department-
alization of functions. This is not true. The growth 
in size of the schools and in the degree of department-
alization has interfered with the effective performance 
of many guidance functions by teachers.• 
In the past, however, schools have not taken full ad-
vantage of the opportunities for guidance, mainly because 
they have not clearly recognized their responsibility in this 
respect. They have often been more concerned with the details 
of the curriculum rather than with the adjustment of young 
people to the school environment and to the broader en-
virement of the community and world in which they live. 
Need for Vocational Guidance 
Mass education has resulted in increased enrollments, 
and a much more heterogenous high school student body with 
respect to interests, needs, capacities, and vocational 
aims. At the sa.me time high school education has become 
a terminal ~ducation institute for about five-sixths of 
the youth who continue their schooling beyond the elementary 
levels • 
It) 
• 
• 
Gaumnitz and Wright 1 state in aU. S. Office 
Education Bulletin: 
•Nearly 1 in 5 (1 in 4 in rural areas) 
never enters high school. Nearly two-thirds 
of those entering do not remain to graduate. 
There is evidence to show that many do not 
continue in school beyond the compulsory school 
attendance age when that is reached prior to the 
completion of high school. 
Chapman states&2 
r-,.::-· 
•It is generally accepted that vocational 
efficiency is one of the objectives of education. 
It is the realization of this objective that 
vocational guidance and vocational education have a 
common interest. The individual seeking to become 
vocationally efficient will doubtless take four 
steps in the following orderr First; acquire 
information about vocations; Seccmg, seek some 
personal counseling; third, make vocational preparation; 
and fourth, secure satisfying placement.• 
A general recognition of the relations between 
guidance and social welfare is expressed in the remark of 
Holmes 3 who states& 
... 
•The youth of America must be offered an 
education which is equal in the sense that it 
is adequate (as adequate as we know how to make 
it) to each individuals needs as a citizen in 
a democracy--in this democracy.• 
1. Walter H. Gaumnitz and GraceS. 
the Services of Small Hi§S Schools, 
Education Bulletin, 9, 1 8, p. 4. 
Wright, Broadening 
U. S. Office of 
2. Paul W. Chapman, •The Place of Vocational Guidance in 
a Program of Vocational Education.• The Vocational 
Guidance Magazine, Vol. 11·. · 19!5.1,. P•· 314. 
3. H. W. Holmes, •The Nation Challenges the Schools,• 
Atlantic Monthly, (January, 1940), p. 25 • 
/I 
:11 
\' 
-
Although some surveys have discovered that throughout 
the nation the holding power of the high schools on 
students has become greater since 1939, for some cities 
and states the number of droupouts between 1939 and 1954, 
was very great. Schools which allow an election of 
courses show a good holding power. The spread of 
vocational offerings has helped to retain in school a 
good many students who otherwise would have left. 
In regard to the large number of school leavers 
Musselman1 says1 
•In spite of the fact that the number of pupils 
attending school is continually increasing, we 
still have a large number of drop-outs or school 
leavers. Approximately one-half of the boys and 
girls enrolled in the sixth grade remain in school 
long enough to graduate from high school. In some 
instances the school may not offer much that is of 
great value to the pupils, but in a great many 
cases the proper guidance program would help 
individuals to find out how they can profit from 
the school programs available to them.• 
McKown2 gives two main justifications of vocational 
guidance, he states1 
•For the purpose of making the individual a 
happy, contented, and successful worker. 
For the purpose of developing a society in 
which all members are the better because of the 
harmony of the entire group--~ society tha~ 
recognizes and utilizes all k~nds of ~ndiv~dual 
possibilities and treats them with respect and 
fairness." 
Vernon A. Musselman, •A Basic Philosophy of Guidance,• 
ihe American Business Education Yearbook, Vol. 11, 1954, P· 7. 
2. Harry c. McKown, Home ~ Guidance, McGraw-Hill 
Book Company, Inc., New-York, 1934, p. 248. 
• 
• 
Is 
13 
Because among employees, dissatisfaction with their 
jobs is prevalent, Kitson1 stated that there is a pressing 
need for vocational guidancer 
"There are approximately fifty million wage-
earners in the United States. It is estimated 
that about one-fourth of these are dissatisfied 
with their occupations or their jobs. 
Altogether it is probable that there are about 
twenty-five million workers in the country who 
are in need of vocational adjustment." 
Humphreys and Traxler 2 have also emphasized the fact 
that there is a demand for vocational guidance: 
•Many studies have shown that more persons 
desire vocational counseling than counseling in 
any other field within the whole guidance area. 
This demand is not surprising, for the selection 
of a vocation is undoubtedly one of the two or three 
most important decisions that an individual makes 
during his entire lifetime.• 
Consequently in a growing democracy, it is the moral 
responsibility of schools to give wise guidance to followers, 
guidance that results in developing as far as possible a 
capacity for service both to self and to society. We must 
take into consideration not only the betterment of the 
student but also the effect his right choice will have 
upon society. 
1. Harry Dexter Kitson, How To Find The Right Vocation, 
Harper & Brothers, Publishers~New York, p. 45, 1947. 
2. Anthony J. Humphreys and Arthur E. Traxler, Guidance 
Service, Science Research Associates, Inc., Chicago, 
1954 • p • 123 • 
• 
• 
Methods of Vocational Guidance 
Exploratory and tryout courses serve as media for 
providing guidance services. Exploratory courses in 
,.: i -- -~ 
a subject field aim to give the student an opportunity to 
acquaint himself with areas of occupations related to 
a certain subject field. When a student is presented 
elementary, but basic information that is prerequisite 
to further study, he gets some idea of what lies ahead. 
Furthermore, he tries himself out and reveals to himself 
and to his teacher something about his abilities, interests, 
likes, and dislikes. Tryout courses help the individual 
to move forward in what seems to be the right direction. 
These tryout courses are recommended by Jonesl who saysr 
•Tryout courses give verr valuable information 
for the counselor and helpfu experience to the 
students themselves; they illustrate nicely the 
impossibility of separating the various phases of 
guidance in actual practice.• 
Reynolds, 2 as a result of the findings in two studies, 
suggests improved methods of vocational guidance in the 
secondary schools. He feels that there is too much stress 
on psychology and too little on economics in vocational 
1. Arthur J. Jones, Princikles of Guidance, McGraw-Hill 
Book Company, Inc., New Yor , 1951, p. 245. 
2. L. G. Reynolds, •Improving Job Findings.• Personnel 
and Guidance Journal, Vol. 34, May 1956, p. 539 • 
/5 
•. -·- "5 
-•·" ..L 
guidance in the secondary schools. He feels that there 
is too much stress on psychology and too little on economics 
in vocational guidance, too much concentration on testing 
individual abilities and too little concern with active 
employment opportunities. 
During the last two years of high school, Reynolds! 
recommends that students be given a systematic basis for 
judging the relative attractiveness of different jobs 
and employers. He suggests that the students be given 
full information on the occupational sturcture of the 
economy, prospective earnings in various occupations, 
nature of work and other non-wage characteristics, the 
amount and type of specialized training required, the 
trend of demand and the chances of securing employment, 
h:tiil.!ft-g requirements and procedures of employers, the 
operation of the public employment service, and other means 
of securing placement. 
Greenleaf 2 stressed the essential need of explaining 
~ational opportunities and implications to students 
and r_~Plating them to scho.ol subjects. He also recognized 
indtyJdual differences i~ viewing the occupations as 
--'~ 
mar1J, seen from the following& 
.. ~l 
... ; •In choosing an occupation, personal likes ·~·and dislikes play a part. No two persons 
~~· considering the same job will find the same 
· advantaQ4S or disadvantages. Fortunately, the 
1. Hlld., p. 539. 
2. Walter J. Greenleaf, OccuVations and Careers, McGraw-
Hill Book Company, Inc., New ork, 19~ p. 397. 
r 
• 
reasons for liking or disliking an occupation 
are individual ones, not to be challenged by 
anyone else.• 
..... ---
;r;, 
1.6 
Ar1co1 emphasized the fact that valuable data concerning 
the interests, aptitudes, and abilities of students are 
obtained through the use of tests, and that if the tests 
are recorded, interpreted, and used in the proper manner, 
the schools are using important tools in measuring the 
interests and abilities of students. Curriculum and 
guidance planning cannot be separated. They must be 
planned co-ordinately. Regular subjects are used as 
the vehicles for fulfilling some of the functions of 
guidance. 
Concerning curriculum adjustment in terms of 
pupil competencies, Trytten2 makes the following 
comment a 
•In curriculum adjustment, guidance and 
instruction thinking should be in terms of pupil 
competencies. Thinking, in terms of subjects, 
courses, credits, or grades, tends to the basing 
of decisions on 
1. Herbert Arico, A Study of Vocational Guidance Services 
for Business Students in the-Small Public High Schools 
Throughout New England~Unpublished Master's Thesis, 
Boston University, 1951, p. 77. 
2. John M. Trytten, •Business Standards and Performances: 
Levels and Competencies,• The American Business Education 
Yearbook, 13a Eastern Business Teachers Association and 
National Business Teachers Assoc~tion, 1956, p. 32 • 
• 
concern for the machinery of education rather 
· than on the interests of the pupils. The 
guidance services should protect pupils against 
too early specialization and against the selection 
of subjects according to whim, impulse, blase, 
whether it be on the part of the pupil, the parent, 
or the counselor. 
Curriculum thinking should be stretched to 
include the community college and other local or 
conveniently accessible resources that can have 
a part in the best growth experience for pupils 
who are blessed with abilities that will respond 
to continued developement.• 
The Need for Guidance in A Business Curriculum 
At this point it is important that •Curriculum• 
be defined. The Michigan 1 concepts states: 
8 The real curriculum of the school is the 
total scope of learning experiences which go into 
that school and community." 
Lefever2 agrees with this ideaa 
•The curriculum is nothing less than the sum 
total of all student experiences, formal or 
informal, which take place both within and without 
the classroom walls.• 
1. G. E. Smith, Principles and Practices of the Guidance 
Program, The Macmillan Cqmpany, New York, T95T;""""pp. 38-45.1 
2. V. F. Larson, Guidance Services for Every High School 
Student, Utah Guidance Monograph 1, State Department of 
Public Instruction, Salt Lake City Utah, October, 1951, 
p. 1. 
/1 
:1_7 
The yearbook of the Association for Supervision and 
Curriculum Development entitled Guidance in the Curriculum 
statesr 
"The authors of this yearbook conceive of the 
/f' 
1-R 
school curriculum as comprising all of the opportunities 
for learning which the school provides for children 
saysr 
and young people to meet their varying needs. These 
opportunities relate to much more than the course of 
study. Just as the selection of text and reference 
material is part of curriculum planning, so are 
arrangements for a properly run program of extra-class 
activities, plans for the choice and display of foods 
to be served in the cafeteria, and decisions about 
such things as grading system, promotion policies, 
the height of the bubblers and the intramural sports 
activities." 1 
Wiley 2 admits the importance of this concept, but 
"Nevertheless, the arrangement of subjects or 
the organization of instructional materials which 
may be followed more or less closely by a particular 
group of pupils is unquestionably the major 
opportunity which is offered to the high school 
pupil for his growth and development.• 
The business curriculum consists of that group of business 
education and related subjects, systematically arranged, 
which are prescribed for graduation or for certification 
in some field of business. In small schools such a 
curriculum may consist of a very limited offering, such 
as typewriting, bookkeeping, and shorthand. In larger 
schools several diversified and complete curricula may 
be offered, such as general business, secretarial, retailing, 
1. D. W. Berger, •Guidance in the Elementary School," 
Teachers College Record, Teachers College, Columbia 
University, New York, 1947, p. 46. 
2. Guidance Handbook, Virginia State Board of Education, 
Division of Secondary Education, Richmond, Virginia, 
1951, p. 3. 
• 
/'? 'i-~· _.... n J._;-.1 
and bookkeeping. In such schools vocational efficiency may 
be achieved. Such efficiency is very difficult to attain 
in the one-or-two-teacher department where, of necessity, 
a very limited off.ering is present. 1 
Every guidance activity contributes to curriculum 
building. The contacts provided through this service 
among students, parents, faculty members, and school 
administrators renders it a focal point for the exchange 
of curriculum information, problems, and viewpoints. 
The business department guidance wor~r thus becomes a 
very important source of information regarding the operation 
and effect of the various business cour~es. Because of 
their training, as well as their first-hand experience 
with students and their problems, guidance workers should 
be used as a resource for providing helpful direction in 
constructing and improving the curriculum. This practice 
has not always been followed, however. In many instances 
the guidance worker has been looked upon as one who is 
to assist students with their problems; the work of 
making a curriculum is left in the hands of administrators, 
curriculum experts, and subject-matter specialists. If 
the viewpoint of modern education is to be accepted and 
1. Frank J. Dame, and Albert R. Brinkman, Guidance in 
Business Education, South-Western Publishing Company:-
New York, 1954, p. 21 • 
the curriculum is to be adjusted to meet the needs of the 
students, then it follows that the business department 
guidance worker should be included as a key aid in solving 
curriculum problems.l 
Every year approximately 2,000,000 young people in the 
United States offer their services to our economic system 
as beginning workers. Some of these know the type of 
job for which they are best qualified, however, many 
of these young workers make job choices on the basis of 
nothing more substantial than information obtained from 
movies, television, popular fiction, or just plain wishful 
thinking. As the high school population continues to 
grow in numbers and as the changing economi.c order 
reflects changes in occupations, there is an ever-
increasing need for schools to provide guidance services 
for young people. 
Guidance does not imply hand-carrying each student 
through the rough as he seeks to chart a course of action 
to meet his occupational needs. Guidance does mean 
marshaling all available resources that will aid the 
20 
student to inventory his assets and liabilities realistically 
as he faces adult living. Thus he is helped to arrive at 
intelligent decisions regarding the course of his vocational 
training and life in the light of available opportunities. 
l. Ibid. , p. 22. 
This point of view is based on the fundamental 
consideration that individuals differ in native ability 
and that the task of the school, through its guidance 
services, is to put individual abilities to work in order 
to develop a process of self-guidance. Properly developed, 
through such self-guidance, ability will be effective in 
time of crisis when help and advice may not be available. 
Conwell 1 applies this philosophy in her statement 
regarding the necessity for providing guidance within a 
particular fielda 
•vocational guidance in commercial education 
has more important social implications than it has 
in any other field. A pupil may be advised against 
his desire rather than in accordance with it for 
several reasons. For one thing, individual choice is 
not always dependable. A girl may choose a 
stenographic job because of the social approval of 
it. If the market for a particular type of 
commercial work is flooded--stenographic, for 
example, a pupil of doubtful ability should not be 
permitted to enter·it and thus increase the over-
supply. The vocational choice of each individual 
is one of grave importance to himself and to 
society as it materially affects the whole economic 
structure of the nation. 
The advisability of I)Uiding the student into a proper 
.c:aoice of subject and vocation in harmony with his ability 
··. . 2 
is f~rther illustrated by Beckleya 
1. Jiiles E. COnwell, "l')\e Futility of Commercial Education 
~ut Guidanc~,· Eduet'tion, Vol. 55, 1935, P• 414 • 
. ~. IIQ.Ilald K. Beckley,· •J;mproving Job Coordination in 
Busineas Eudcation,• Journal 2f Business Education, 
. ~'-~er, 1944, p. 13'. 
• 
• 
"A more serious effort may be made to find a 
job for students that their potentialities might 
seem to justify. Just as a manufacturer can not 
afford to turn out inferior merchandise if he is 
to hold his customers, a1school can not turn out 
poorly equipped students if it expects to have 
employers continue to be willing to hire them." 
,2:). 
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No doubt parental and social pressure influence what 
courses of study a student ta~es, obviously the student 
take courses in which he has no interest and for which he 
has no ability. 
There are too many students preparing for courses 
that are not in keeping with their ability. Such unwise 
choice results in either drop-outs along the line or 
failure in the end to meet the standards of employability. 
Guidance must be provided to counteract this weakness. 
Failures will scarcely be lessened nor maximum skill 
attained unless provision is made for the matching of 
students' aptitudes and abilities with an appropriate 
curriculum. 
There is a great need for assisting students choose 
a business curriculum because as stated by Whalen: 1 
"The business curriculum is the catch-all 
for the low scholastic and misfit student of the 
secondary school." 
It remains the truth, that academically minded persons 
often encourage pupils of slower mentality to pursue 
business courses because t~ese advisors fe)t tnat ~e 55 
native ability is required for success in l~Ksiness 
.,., "<' -~ 
1. J. 1. Whalen, "GuidancE! fo,.'<:ornmereial ), 
Balance Sheet, Vol. 19 November 1937 ,_,..bj ects," 
' ' • PP.' 114-116. 
.- ... ~--
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courses than in academic courses. 
Schools tend to assume that any pupil can be trained 
for and placed in office positions in the fact of the 
indisputable fact that fewer than 20 per cent of 
those who attempt preparation in business education 
actually enter it and carry on with even moderate success.l 
Obviously large numbers of boys and girls are unsuited 
for business education work and should be advised as to 
a proper choice of curriculum. 
Educators have been concerned about the large number 
of failures in business subjects. To prevent this rate of 
failure Maclean and Pilcher 2 offer the following solution: 
•There is one way to prevent failure, 
either in school or'after graduation, and that 
is through a process of careful selection preceding 
the beginning of a period of instruction in any 
specialized field.• 
Harper,3 prominent educator and former presidentr6f 
23 
the University of Chicago, prescribed the following solution: 
•There should be a diagnosis of each student, 
in order to discover his defects, and upon the basis 
of such a diagnosis his course of study should be 
. -arranged.• 
r,N~eriCk:Ni.C)Lols, •So•e Observations on Vocational 
in Co~ercial Ed~~ation,• Ninth Yearbook, Eastern 
al Teachers Asso~tation, Philadelphia, 1936, pp. 22-32. 
Pileher, •Placement of Graduates in 
National Business Education quarterly, 
3. William R. Harper, ~ Trend in Higher Education, 
University Press, Chicago, 1905, p. 93. 
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As far back as 1695, Locke,! made this statement 
concerning educationr 
•He, therefore, that is about children, should 
well study their natures and aptitudes, and see 
what becomes them; observe what their native stock 
is, how it may be improved, and What it is fit for.• 
This opinion is supported by Day~2 concerning business-
men who were asked to criticize business education. 
One of the chief criticisms of the businessmen was •Too 
many low-level pupils are permitted to enroll in business 
courses.• 
As expressed by the personnel manager of the Aetna 
Life Insurance Company 3 1 
"There is nothing so discouraging both to 
the employer and employee, and which so completely 
arouses your sympathy as to talk with a person who 
is failing, not because he is lazy or careless, but 
because he has not the ability to comprehend 
and to do the work. Such failures have been 
far more common in the past than we wish they had. 
Perhaps, then it is a goal to strive for--for the 
business teacher to think in terms of selecting his 
group and turning out a larger percentage of those 
fitted for·business eccupations~•r 
1. Ester Jones Lloyd, and Margaret Smith, A StuHdi
1
en
1
t 
Personnel Program for Higher Education, McGraw-
Book Company, New York, 1936, p. 5. 
2 <i F Day A Study of the Sb:oieration Between Business ~cation ~nd Business,-uftpu 1 shed Master's Thesis, 
Boslon university, 1948 • 
.. M ion Bills •some Problems of Training Business ~· k a~ for a La~ge Organization,• Ninth Yearbook, E~~t:~n Commercial Teachers AssocBtion, 1936, p. 36 • 
~~ 
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Eftterline1 sets forth a list of factors, arranged in 
the order of relative importance, to be considered in 
selecting students for business trainingr 
1. Interest in business as a career 
2. At least average intelligence 
3. Aptitude for business training 
4. Desirable personal and social qualities 
5. Appearance, health, loyalty, initiative, and 
industriousness 
6. Grades in previous courses, including the 
elementary school work 
1. Potential trainability--capacity 
8. The need of busines.ses 
Shipley2 recommends that the basis of selection for 
specific training include the followingr 
1. Securing information about individuals 
by means of reports, records, tests and 
measurements, and personal interviews. 
2. Using a cumulative-record system including 
information on1 · 
School record 
Tests of intelligence, achievement, aptitudes 
and interests 
Social and economic background 
Trait rating 
Occupational experiences 
Recreational activities 
Physical and health data 
1. H. G. Enterline, •Trends of Thought 
Education,• Mono,ralh 72, South-Western 
Company, New Yor , 947. 
2. Ibid., p. 37. 
in Business 
Publishing 
This function of prediction in daily life is aptly 
stated by Swanson1 s 
•Parents predict achievement for their children. 
Farmers predict when rains will come. Politicians 
predict how the citizens will vote. Storekeepers 
predict what and how much their customers will buy. 
Elementary teachers predict which of their pupils 
will succeed in high school. Employers predict 
which applicants will make the best employees.• 
In all these activities, it is possible to make a 
wrong choice for such predictions involve too much chance. 
But should we not strive to remove the elements of chance. 
Diagnosis of potentialities, however weak, is better than 
leaving choice entirely to chance. 
"Skills are indispensable for efficiency. All of 
life depends, for its effectiveness and efficiency, upon 
the organization of the motor and the intellectual skills.•2 
This is particularly true for successful stenographers where 
a high degree of motor skill is enjoined to high intellectual 
1. Edwin A. 
The National 
1943. 
• Swanson, "Prognosis in Business Education," 
Business Education Quarterly, 11111-4, 
2. Charles E. Benson, •Psychology of Skill,• Business 
Education World Service Booklet No. 9, 1950, pp. 6-10. 
capacity. Phillips 1 expresses this same thoughta 
•There is nothing progressive about education 
that attempts to make an opera singer out of a man who 
has no voice, nor that attempts to make a stenographer 
out of a girl whose motor reaction is sluggish and 
whose English background is so deficient that she will 
not be capable of comprehending more than half of what 
she hears or of meeting reasonable requirements as 
to spelling, punctuation, and English construction.• 
1. Frank C. Phillips, •Ability Grouping as a Factor of 
Guidance in Curriculum Selection,• Fourteenth Yearbook, 
Eastern Commercial Teachers Association, Somerset Press, 
Inc., Somerville, New Jersey, 1941. 
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CHAPTER III 
JlETHOD OF PROCEilJRE 
In conducting this study to determine the extent of 
the guidance services provided for business students in 
the State of Virginia the following procedures were usedz 
'.-. 
1. Literature and research reports in the field of 
guidance were reviewed to procure what was desired 
in background information concerning the problem. 
2. A list of the subordinate problems was formulated 
to obtain a clearer picture of the major problem. 
3. A check list consisting of 4 pages was constructed 
as a means of obtaining pertinent guidance data 
from all secondary schools in the state of Virginia. 
Three-hundred and thirty county schools and seventy 
three city schools werE! included. · 
4. A letter of transmittal explaining the purpose and 
the importance of the survey was prepared. 
5. A roster of business teachers was obtained from the 
Business Education Service, State Department of 
Education, Richmond, Virginia. This was used as 
a mailing list. 
6. The check list and letter of transmittal were sent to 
403 secondary schools. 
7. A follow up letter was used for those schools which 
failed to return the check list. 
8. The data from the 287 check lists returned were 
tabulated and analyzed to discover the extent to 
which guidance services are provided for business 
students in the secondary schools in the State of 
Virginia. 
9. Summary, recommendations, and suggestions were made, 
based on the findings of the survey • 
• 
Explanation of Procedures 
Reyiew 2f related literature.-- To discover the current 
thoughts and trends on the subject of guidance for business 
students a survey of literature was made preparatory to 
conducting this study. a-lated research studies were reviewed 
to disoever the findings already obtained. Books in 
general guidance and vocational guidance fields, yearbooks, 
research reports, and magazine articles on guidance for 
business students were examined. The greater portion of 
this literature was limited to the period within the past 
decade. 
Formulation££ subordinate problems.-- From the related 
literature examined and such background as was secured in 
the reviewing of related literature, the subordinate problems 
. 
were formulated to be used as a guide in constructing a 
check list. These subordinate problems were1 
1. To ascertain the types of guidance services which 
were provided for business students in the secondary 
schools in the State of Virginia. 
2. To determj,ne the high schools and junior high 
schools staff members responsible for counseling 
and placement. 
3. To determine what instructional materials and what 
types of abilities are used to provide guidance 
services for business. 
4. To determine what test data and any other records 
or materials are used in providing guidance for 
business students. 
5. To ascertain the procedures used in counseling, 
placement, and follow-up of business students • 
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6. To make recommendations based upon the findings in 
thj.s survey for the improvement of the guidance 
services for business students in the secondary 
schools of Norfolk C:l. ty. · 
Construction of the cheek list.-- So as to insure complete 
-- -
data and to secure objectivity that might be quickly and 
easily tabulated, there was a listing of the most probable 
answers to each question. The respondents were requested. 
to cheek the appropriate answers. The responses listed were 
procedures recommended by authorities in the field. Space 
was provided at the end of each question for the respondent 
to.include practices carried on in his school but not in-
cluded in the items listed. 
Apalysis £!' 1h! 2!1!·-- The results of each question 
in the study were tabulated and the findings were set up 
on tables which give the rank of each item together with 
the number of schools and the per cent of schools responding 
to each item. Where it was possible for the respondent 
to answer more than one item, the number and per cent of 
schools checking one or more items were recorded. In each 
question where no response was made, this was noted. For 
ease in interpreting, all percentages were given to the nearest 
whole per cent • 
30 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF lliE IlA.TA 
Check lists were returned from 287 schools. Four-hundred 
and three schools were surveyed. One-hundred sixteen ' 
schools did not return check lists. From the 403 schools sent 
check lists, 330 were county schools and 73 were city schools. 
The 287 schools replying to the check lists represented a 
seventy-one per cent response. 
In any guidance program it is important that the 
responsibility for its direction be under some individual 
or head. The schools participating were asked to indicate 
the staff members responsible for providing guidance for 
business students. In the composition of this check 
list the personnel responsible for the guidance of business 
students were considered first. The list was sent to the 
principal or guidance director of each school offering 
business courses. 
The check list was designed to ascertain all vital 
information relative to guidance services provided for 
business students, test, records, counseling procedures, 
audio-visual aids, occupational information method of 
pupil selection, placement and follow-up together with 
problems impending the provision of more complete guidance 
were treated. 
$! 
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Table 1. Staff Members Rasponsible 
for Guidance of Business Students 
Rank of 
Item 
Staff Member Number of :Per Cent 
Schools Schools 
1 
2 
3 
4 
Guidance Director 
Business Teacher 
Administrator 
Head of Business 
Department 
Homeroom Teacher 
Others 
172 60 
135 47 
71 25 
66 23 
5 
6 
65 23 
25 
An attempt was made in this study to discover the staff 
members responsible for guidance services. Table 1 indicates 
that in 60 per cent of the schools one or more persons were 
responsible for the guidance of business students. Of the 
287 schools reporting in this survey, 38 or 14 per cent, of 
the schools reported one person responsible for guidance. 
While 249 or 86 per cent of the schools reporting more than 
one person responsible for the business students. 
9 
It was indicated that 60 per cent of the guidance director's 
time was the main source of guidance assistance. The second 
most commonly mentioned staff member responsible for guidance 
services and the per cent mentioned wasJ the business 
teacher 135 schools or 47 per cent of the schools reporting, 
next in order the administrator with 71 schools reporting or 25 
per cent. Twenty-three per cent of the schools or 66 schools 
reported that the head of the business department was respon-
sible and 23 per cent with 65 schools reporting that the 
homeroom teacher was responsible. Twenty-five schools 
of 
• 
totaling 9 per cent of the schools, reported persons other 
than those named responsible for guidance servicesr one name 
inserted frequently was that of activity teachers, 
The guidance director, the business teacher and the 
administrator were reported to be primarily responsible 
for the guidance of business students in 76 per cent of 
the schools. This finding was gratifying as business 
teachers have many opportunities to plan experiences 
having great guidance values for business students. 
Table 2 indicates that 177 or 62 per cent of the 
schools reported responsibility of counseling business 
students. It was reported that 132 or 46 per cent of the 
schools provided specialized occupational information. 
Some of the schools reported that other means such as the 
yearbook, the student secretarie,s were used in various 
Table 2. Responsibilities of Business Department 
In Regard To Vocational Guidance 
Rank of Responsibility Number of Per Cent 
,Item Schools Schools 
1 Counseling business 
students 177 62 
2 Providing specialized 
occupational information 132 46 
3 Providing vocational 
guidance 111 39 
4 Conferring with parents 107 37 
5 Conducting Field Trips 99 34 
6 Placing business students 89 31 
7 Administering of tests 74 26 
8 Keeping cumulative records 71 25 
9 Procuring speakers for 
career day 70 24 
10 Conducting follow-up 69 24 
11 No responsibility 12 4 
of 
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departments and that Business Education Counselors were used 
for this purpose. These have been accounted for under the 
other methods used column in the chart. One-hundred eleven 
or 39 per cent of the schools reported conducting field trips 
for business students, otherduties of those responsible for 
vocational occupational information to business students as 
part of their duties were: Ninety-nine or 34 per cent of 
the schools reported conferring with parents of business students. 
One-hundred seven or 37 per cent of the schools reported 
conducting field trips for the business student. Thirty-one 
per cent of the schools reported placing business students 
and twenty-four per cent of the schools reported assisting in 
procuring speakers for career days programs, while 24 per 
cent of the schools reported conducting follow-up studies of 
business students. Twenty-six per cent of the schools reported 
the administering of tests, and 25 per cent reported keeping 
cumulative records of business students. 
Table 3 indicates that group guidance was a recognized 
part of tre program in some form in 271 schools, or 97 per 
cent of the schools. Seventeen schools or 6 per cent of the 
schools reported having no time given for group guidance • 
I 
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Table 3. Time Given in School for Group Guidance 
Rank of Method Used Number of Per Cent 
Item Schools Schools 
1 Correlated with other 
subjects 124 43 
2 One period a week 4!5 16 
3 Other methods used 38 13 
4 One period a day 28 10 
5 One period a semester 19 7 
6 None 17 6 
7 One period a year 16 6 
Individual guidance consist primarily of individual 
counseling and other direct relationships between pupil and 
faculty involving activities of individual or private nature. 
In contrast to group guidance, Table 4 is a report on the time 
given to individual guidance. The figures found in the table 
indicate that 42 per cent of the schools has individual guidance 
at the option of the counselee. Ranking next was 34 per cent 
of the schools having individual guidance at the option of the 
counselor. Twenty-three per cent of the schools reported, a 
period a semester, a period a day or a period a year. Seventeen 
schools reported having no time allowed for group guidance, 
this comprised about 6 per cent of the schools reporting. 
Some schools made mention of the fact tht from 16 to 18 
teachers, gave one period a day to the individual guidance 
program with the aid of two full tt.e counselors. This was 
mostly found in the larger schools with a student body of 
from 1,500 to 2,000 students • 
of 
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Table 4. Time Given For Individual Guidance 
Rank of Method Used Number of Per Cent 
Item Schools Schools 
1 At option of Counselee 121 42 
2 At .option of Counselor 98 . 34 
3 Other methods used 40 14 
4 One period a week 19 
5 One period a semester 17 
6 One period a year 16 
7 None 7 
The most frequently used method reported by the schools 
responding to the survey was to have the counselee make an 
appointment with the counselor. Forty-two per cent of the 
schools reported this type of guidance. Thirty-four per cent 
reported that individual guidance was given at the option of 
the counselor. Six per cent of the schools reported that one 
period a semester was used for individual guidance and 6 per 
cent of the schools reported that one period a year was used. 
Forty schools or 14 per cent of the schools reported other 
methods used. 
Table 5 shows the criterion most frequently used in 
guiding students in the selection of business subjects was 
students choice, with one-hundred eighty or 63 per cent of 
7 
6 
6 
2 
the schools reporting. Thirty per cent or 85 schools reported 
that it was the choice of the parents. Forty-four cent of 
the schools reported scholastic records as an important 
factor, intelligence quotient came next in line with 35 per 
cent of the schools reporting. Twenty-seven per cent of the 
~ 
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schools reported English grades, the use of prognostic tests 
and shorthand aptitude tests were next in line of criterion 
in the selection of business courses, totaling 29 per cent. 
Sixteen schools representing 6 per cent of the schools surveyed, 
stated other methods used. Mention was made that English grades 
were used to channel students into shorthand classes. 
Table 5. Criteria Used When Guiding Students in The 
Selection of Business Curriculum 
Rank of Criteria Used Number of 
Item Schools 
1 Student's choice 180 
2 Scholastic record 126 
3 Intelligence quotient i81 
4 Parents choice 85 
5 English gudes 77 
6 Prognostic tests 55 
7 Shorthand aptitude tests 29 
8 Methods used other than 
those mentioned 16 
Policies followed when a student failed a business 
Per Cent 
Schools 
63 
44 
35 
30 
27 
19 
10 
6 
subject 
is shown in table 6. The schools were asked to report on the 
policies followed by their business department when a student 
failed in a business subject. In 170 or 59 per cent of the 
schools business students were permitted to attend summer school. 
Only 54 schools or 19 per cent of the schools reported that a 
student would definitely have to repeat the subject upon 
failing it. Four per cent of the schools did not permit students 
to repeat the subject. Eighteen schools or 6 per cent of them 
reported other methods used in this problem. These methods 
3' 
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were if students lacked aptitude they were not required to re-
peat the subject, if a student should change his or her program, 
others stated that it could just be dropped and still others 
reported that there was not a requirement to repeat any elective. 
Table 6 indicates that a small percentage of the schools 
had not adopted a policy of treating failures. 
Rank of 
Item 
1 
2 
3 
4 
5 
Table 6. The Policy the School Followed if a 
Student Failed a Business Subject 
Policy Used Number of 
Schools 
Student may repeat the 
subject 170 
Student is permitted to 
attend summer school 87 
Student is required to 
repeat the subject 54 
Other methods used 18 
Student is not permitted 
to repeat the subject 9 
Per Cent 
Schools 
59 
30 
19 
6 
3 
of 
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Table 7. Accessibility of Cumulative Records 
Access to records 
Complete records 
Number of 
Schools 
201 
Per Cent ff 
Schools 
70 
Table 7 shows 201 schools or 60 per cent of the schools 
responding made all records available for use in this depart-
ment, Six per cent made some of the records available to 
business teachers. No school indicated that records were not 
available to the business teacher. The effectiveness of the 
cumulative records needed in the business department to 
provide the basis for vocational guidance depends upon the 
completeness and accessibility of the records that may be 
kept in the guidance office. From this report there is an 
indication that records were considered important in the 
guidance of business students. 
Today our schools are obligated to provide for all 
the children of all the people. As high school enrollments 
grow, the burden on the business educati0n department for 
furnishing adequate guidance increases. How to make a 
living is one of the most important problems that confronts 
the great majority of secondary school students. Intelligent 
planning can be done only on the basis of adequate information. 
If the business department guidance worker can start the 
student toward real self-guidance and encourage the individual 
to chart a course of action during his high school years, the 
~9 
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student will be able to approach his later problems in a more 
intelligent manner, and thus, arrive at more satisfactory 
solutions. Accordingly, supplying occupational information. 
is an important part of the guidance service. Students are 
given information and sources of the information so that they 
may make their own decisions. 
Table 8 shows that a variety of methods were used in the 
schools to provide occupational information for business 
students. Much of the information about kinds of work, 
employment conditions, opportunities, and trends is found 
in books and pamphlets. It was gratifying to find, that the 
most common method reported by the schools included in the 
study was the use of books and pamphlets, which are used in 
253 or 88 per cent of the schools. Talks by business leaders 
were reported by 17 per cent of the schools; vocational 
guidance films reported by 65 per cent of the schools, and 
lectures by instructors reported by 41 per cent of the schools. 
The next 10 activities used to provide occupational information 
and the per cent of schools reporting each were: business 
clubs, career days, exhibits of business occupations, 
assemblies, vocational conferences, home-room activities, 
talks by business department graduates, dramatization and 
radio programs reported by 47 per cent of the schools. 
The findings in this study indicate that there were 
some methods of providing guidance information for business 
students. All the schools in the survey reported that they 
</I 
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Rank of Media Used Number of Per Cent of 
Item Schools Schools 
1 Books and Pamphlets 253 88 
2 Vocational guidance 
films 186 65 
3 Ca'rEiE!r days 142 49 
4 Talkq by'business 
leaders 135 47 
5 Assemblies 128 45 
6 Business clubs 127 44 
7 Lectures by instructors 119 41 
8 Exhibits of business 
occupations 95 33 
9 Vocational conferences 94 33 
10 Home-room activities 61 21 
11 Talks by business depart-
ment graduates 49 17 
12 Dramatization 34 12 
13 Radio -programs 13 5 
• 
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Table 9. Types of Information Mada Available To 
Business Students 
Rank of Duties Performed Number of Per Cent 
Item Schools Schools 
1 Teaching students how to 
apply for positions in 
business 194 68 
2 Acquainting students with 
current educational re-
quirements of institutes 
beyond secondary schools 162 56 
3 Providing inforMation 
concernin{ current · 
opportuni ies, conditions, 
and requirements 161 56 
4 Providing information 
concerning business 
positions in the community153 53 
5 Ac{uainting students with 
in ormation concerning 
promotional opportunities 
in business 109 38 
According to Table 9 teaching students how to apply for 
a position was the most frequently,:mentioned type of instruction 
provided for business education students. One-hundred ninety 
four schools or 68 per cent of the schools reported teaching 
students how to apply for a position. One-hundred sixty two 
or 56 per cent of the schools reported acquainting students 
with current educational requirements of institutes beyond 
the secondary school. One-hundred sixty one or 56 per cent 
of the schools reported proyiding information concerning 
current occupational opportunities, requirements, and con-
ditions. Providing information concerning business positions 
in the co!lllllunity, and acquainting students with information 
'/,)__. 
42 
of 
I 
• 
concerning promotional opportunities in business both were 
reported by 91 per cent of the schools. This percentage 
represented 262 $Chools. 
Table 10. Audio-Visual Aids or Teaching Aids Used in The 
Business Department in Connection with Guidance 
Rank of Audio-Visual Number of Per Cent 
Item provided Schools Schools 
1 Occupational Pamphlets 184 
2 Charts 173 
3 Bulletin boards 172 
4 Typing charts 164 
5 Chalkboards 160 
6 Magazines 148 
7 Clippings 145 
B Sound films 136 
9 Filmstrips 127 
10 Pictures 126 
11 Graphs 116 
12 Field trips 114 
13 .Movies 95 
14 Cartoons 84 
15 Maps 59 
16 Models 42 
One of the most stimulating procedures or motivating 
procedures is the use of audio-visual aids in the business 
department. These aids should not become·. a substitute 
for other forms of instruction, but must be used as 
supplementary procedures. The questionnaire did not attempt 
to cover the entire field but to cover the more important 
teaching aids used by the schools to provide occupational 
information for business students. Table 10 is provided to 
summarize this question. 
Occupational pamphlets ranked first in audio-visual 
aids or teaching aids used in the business department in 
64 
60 
60 
57 
56 
52 
51 
47 
44 
44 
40 
40 
33 
29 
21 
15 
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I connection with guidance with 184 schools reporting, which 
represented 64 per cent of the schools. Next in rank was 
the charts reported by 173 or 60 per cent of the schools. 
Chalkboards, bulletin boards, sound films, typing charts, 
magazines, and clippings comprised 83 per cent of the 
schools reporting or 239 schools. Filmstrips, graphs, 
movies, field trips cartoons, models, maps and pictures were 
used by 205 or 70 per cent of the schools reporting. 
• 
Table ll shows that the schools included in the study 
were not making effective use of the films which are 
available for use in the business department. Unfortunately, 
only 54 per cent of the schools responding to the survey 
used films. The remaining 58 per cent of schools ranked 
as follows: Telephone courtesy with 80 schools representing 
28 per cent of the schools reporting. Duties of a Secretary 
used by 79 or 28 per cent of the schools. Tips on Typing 
was used by 78 schools, this represented 27 per cent of 
the schools reporting. The remaining films listed on the 
check list and used by 25 per cent of the schools were as 
followsa Finding the Right Job, You and Your Job, How To 
Keep a Job, Personal Qualities, The Right Touch, Effective 
Productions, It must Be Somewhere, and Hello Business. 
Films other than those listed on the check list were 
reported by six schools' they were: Basic Typing Techniques, 
Typewriting Short Cuts and Eight Parts of A Business Letter • 
I 
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Table 11. Business Films Used In The School 
Rank of Name of Film Number of Per Cent 
Item Schools Schools 
1 Telephone Courtesy 80 28 
2 Duties of a Secretary 79 28 
3 Tips on Typing 78 27 
4 Finding the Right Job 66 23 
5 You and Your Job 57 20 
6 How to Keep a Job 51 18 
7 Personal Qualities 
for Job Success 31 11 
8 The Right Touch 27 9 
9 Effective Touch 23 8 
10 It Must be Somewhere 20 7 
11 Make Your Own Decisions 15 5 
12 ·Hello Business 14 5 
Table 11 reveals that films are not as much used as they 
should be. The reason may be the lack of equipment, the 
unavilability of ·films or the insufficient time to use the 
equipment. 
The schools were asked to indicate persons responsible 
for the placement of business students. Seventy-eight or 
27 per cent of the schools reported that this service or 
duty was performed by the guidance counselor; 27 per cent 
of the schools reported tkat it was the duty of the business 
teacher; 26 per cent of the schools reported it was the duty of 
the · adlftinistrator, while 2 per cent stated that it was the 
duty of the head of the business department. Seventeen 
per cent of the schools reported that they maintained no 
placement service. The findings have been summarized in 
Table 12 • 
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Table 12. Person or Persons Who Take Care of the 
Placement of Business Students 
Rank: of 
Item 
Duties Performed by Number of Per Cent 
Schools Schools 
1 
2 
3 
4 
5 
Guidance Counselor 
Business Teacher 
Adutinistrator 
No Placement Service 
Heaq of Business Depart-
ment 
78 
77 
76 
60 
59 
The schools were asked to check any of the problems 
which were listed on the check list that would prevent their 
providing more effective guidance services for business 
students. Reasons that were not mentioned on the survey 
sheet, but were written in by the schools responding were: 
There was only one business teacher. Students are not re-
quired to adhere to yoc<;l.tional c.ourses for graduation. 
From the schools reporting, Table 13 indicates that the most 
frequently mentioned problem which prevented the providing 
28 
27 
26 
21 
21 
of more effective guidance was that business teachers were 
too busy for guidance duties. Twenty-eight schools reported. 
Twenty per cent of the schools reported that there was an 
insufficient number of vocational business courses available. 
Table 13 summarizes this problem • 
of 
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Table 13. Problems which Stand in the Way of Providing 
more Effective Guidance For Business Students in the Schools 
Rank of Duties Performed Number of Per Cent 
Item Schools Schools 
1 Business teachers too 
busy for guidance duties 83 28 
2 Insufficient number of 
vocational business courses57 20 
3 Lack of finance 43 15 
4 Business teachers lack 
sufficient knowledge of 
guidance 43 15 
5 Lack of office space for 
counseling 38 13 
6 Lack of coordination in 
guidance service of 
school 25 9 
7 Number enrolled in business 
department too great for 
placement possibilities 24 8 
8 Administrative policy of 
placing poorer students 
in business department 23 8 
of 
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Table 14. Plan U&ed By The School For Conducting 
Follow-up Studies 
,-~. 
Rank of Duties Performed Number of Per Cent 
Item Schools Schools 
1 Questionnaire to Graduate 104 36 
2 Personal interview 66 23 
3 No follow-up studies 
conducted 54 19 
4 Telephone 37 13 
5 Letter to graduates 36 13 
6 Questiprintire to E!apltJyer 26 
7 Postal eard to gradu&.te 11 
' The follow-up study is. an integral part of any good 
guidance program. This study indicates to schools the 
areas in which the school ··has failed. to adjust to the needs 
. ' 
of the student. It shows the business teachers the relation-
ships between the different levels of education and the 
weaknesses to be corrected by the school. The schools were 
asked to check the methods which they used in conducting 
these follow-up studies. These plans have been summarized in 
Table 14. Eighty-six per cent of the schools from those 
responding replied to this question. The most frequently 
mentioned procedure used to conduct follow-up studies of 
business students was by questionnaire to graduates reported 
by 104 or 36 per cent of the schools. The method of personal 
interviews with graduate students was done by 66 or 23 per 
cent of the schools. Fifty-four schools reported conducting 
no follow-up study of graduates. This represented 19 per 
cent of the schools. The telephone method of follow-up 
9 
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ranked 4th with 13 per cent of the schools reporting. Sending 
letters to graduates, questionnaires to employees or postal 
cards to graduates was done by 26 per cent of the schools. 
Table 14 gives a complete picture of results of the study. 
•• 
• 
CHAPTER V 
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
Summary and Conclusions 
The purpose of this investigation was to determine the 
extent of the guidance services provided for business 
education students in the 403 secondary schools of the 
State of Virginia. 
The following subordinate problems were involved in 
this studyz 
1. To determine the types of guidance services which 
are provided for business students in the secondary 
schools of the State of Virginia. 
2. To determine t~st data and any other records or 
materials used in providing guidance for business 
students. 
3. To determine the high school and junior high schools 
staff members responsible for counseling and 
placement. 
4. To ascertain the procedures u.sed in counseling, 
placement, and follow...:up of business students. 
5. To make those recommendations based upon the 
findings in this survey for the improvement of the 
guidance services for business students in our 
secondary schools. (Norfolk City) 
A check list was constructed and sent to the principal 
or the guidance counselor of the secondary schools offering 
business courses. The 287 schools responding represented 
71 per cent response. 
It was indicated through this study that those staff 
members responsible for the guidance of the business students 
• 
• 
primarily were the guidance director as reported by 60 per cent 
of the schools. Forty-seven per cent of the schools reported 
that the business teacher was responsible for guidance services. 
The business department performed a variety of duties 
in regard to their responsibilities to business students 
and guidance services rendered. 
Ninety-four per cent of the schools reported, while the 
percentages were small per item, only 6 per cent of the 
schools did not report. 
In regard to the question concerning time given to 
group guidance, 43 per cent of the schools reported 
this was correlated with other subjects; 16 per cent of the 
schools reported one period per week was used for group 
guidance. Thirteen per cent of the schools reported other 
methods used for group guidance. Twenty-three per cent of 
the schools reported one of the following methodsr One 
period a year; a day or a semester. Sevente~fl schools or 
6 per cent of the schools reported no provisions for group 
guidance. 
According to the data individual guidance was given 
at the option of the counselee with 42 per cent of the 
schools reporting. Thirty-four per cent of the schools 
reported that individual guidance was done at the option 
of the counselor. 
Other schools reported either one period a semester, 
one a year or a week was devoted to individual guidance. 
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On the question of admitt;;mce of students to the business 
department, the study revealed that most of the ~chools re-
porting used various criteria. Schools did not agree concerning 
the procedures used in admitting students to the curricula. 
The student's own choice was the most frequently mentioned 
criterion. Sixty-three per cent of the schools reported 
this method. Scholastic records came next in order, reported 
by 44 per cent of the schools. Other criteria followed in 
order of frequency werea intelligence quotient, parents 
choice, English grades, prognostic tests, and shorthand 
aptitude tests. Different combinations of the above factors 
were used in the various schools reporting. 
Data concerning the policies followed with regard to 
students failing in business subjects, revealed that 89 per 
cent of the schools reported that a subject may be repeated 
and the students are permitted to attend summer school. 
Nineteen per cent of the schools reported that subjects 
failed must be repeated. Only 3 per cent of the schools 
.reported that a student is not permitted to repeat the 
subject. 
TWo-hundred twelve schools or 74 per cent of the 
schools kept a cumulative record far each student. The 
results of the study revealed that the most common types 
of information kept in cumulative fora for business 
students werea scholastic data, intelligence test results, 
personality records and attendance recQrds • 
• 
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In addition to the items listed in the foregoing 
paragraph the following types of information were maintained 
in cumulative form for business studentst extracurricular 
activities, personal information and aptitude test results. 
Cumulative records are considered very important in the 
guidance of business studentsJ all schools reporting on 
this item made the records available for use in the business 
department. 
Most communities differ in so far as business activities 
are concerned.. Differences in kinds of business enterprises 
exist; likewise, there are differences in kinds of workers 
employed and in the requirements for workers in similar 
occupations. Eifferences in the equipment which employees 
are required to use are numerous and variations in opportunities 
and requirements for adva~cement may exist. This proves that 
it is very difficult to construct a business curriculum, to 
equip a bu$iness department or to set up standards of achieve-
ment that will adequately meet the needs of a particular 
community without first investigating those needs. Inasmuch 
as businesses grow and change, education, too, should grow 
and change in order to be effective. The data revealed 
that the following media were used in the schools to supply 
occupational information to business studentst vocational 
guidance films, lectures by instructors, career days, 
vocational conferences, home-room activities, excursions to 
• 
business ~stablishments, and exhibits of business occupations. 
Some of the schools reported talks by business department 
graduates, dramatizations, business clubs and radio pro.grams. 
Edu.cation, in order to function effectively, must keep in 
touch with modern business methods so that students may learn 
the latest Skills and techniques to fit them into job opportunities 
in the co~nity. The tea~hers need to know what businessmen 
demand of the young people whom they are training for business. 
Seventy-eight schools or 27 per cent of them reported 
that placement was done by the counselor with the business 
teacher ranking second wi.th 77 schools reporting. In regard 
to the •Problems which would stand in the Way of providing 
more Effective Guidance for Business Students,• eighty-three 
schools reported that business teachers were too busy for 
guidance duties. Eighty-five per cent of the schools 
responding did answer this question. Reasons that were given 
by some of the schools, as to why tfiere were problems, in 
providing effective guidance for business students were: 
there was only one business teacher and students are not 
required to adhere to vocational courses for graduation. 
From the schools reporting, it was indicated that the most 
frequently mentioned problea which prevented the providing 
of more effective guidance was that business teachers were 
too busy for guidance duties. This f9ctor was repoted by 
28 per cent of the schools. A lack of office space for 
counseling with 13 per cent of the schools reporting • 
• 
Schools used the following methods of follow-up studies: 
Questionnaire to Graduates, Letter to graduates, Personal 
interview, Telephone, Questionnaire to Employer, and Postal 
card to graduates. The study revealed that various methods 
were used in conducting follow-up studies of business studentsJ 
although the per cent of schools seemed to have been small, the 
schools reporting used various means of follow-up • 
• 
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RECOMMENDATIONS 
The findings of this study indicate tha.t the following 
improvements should be made in order to provide adequate 
guidance for business education students in the secondary 
schools of the State of Virginia. 
1. The inclusion of guidance theory in the training of 
all administrators and teachers. This is evident 
because it has been indicated by the fact there were 
many schools stating that the business teacher was 
not prepared to administer guidance services needed 
by the student. In many schools there was not a 
full time guidance director. It was stated that there 
was a lack of space for guidance counselors. 
2. Each student should have access to extensive information 
about his particular interests. As a means to provide 
this occupational information it is important that there 
be libraries well stocked with the necessary vocational 
literature. 
3. There should be more individual counseling, so as to 
make it possible for everr boy and girl to find or 
discover himself or herse f and plan wisely a life 
program that gives promi:'se of capitalizing to the 
fullest extent his or her interests and abilities. 
4. The schools should broaden their business offerings 
to provide training to meet all ability levels. 
5. The schools s~ould adopt more scientific and reliable 
criteria in predicting student~ success in business 
subjects • 
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Dear Principalt 
or 
7117 University Drive 
Norfolk 13, Virginia 
November 12, 19~9 
Dear Guidance Counselora 
Under the direction of Dr. Henry Isaksen of Boston University, 
I am conducting a study of the guidance services provided for 
);usiness education students in the Seconda~Schoo1s of the 
State of Virginia. The results of this a may be helpful 
to us as business teachers in the handling o our counseling, 
placement, and follow-up problems. Only through a careful 
study of the services and policies now being used in guidance 
can we hope to work effectively in improving them in the 
future. 
Enclosed you will find a check list that has been constructed 
for easy checking and will require only a few minutes to 
complete. If you find that very few of the practices contained 
in the check list are carried on in your school, please do not 
hestitate to answer, as this information will be most valuable 
to the study. 
All data from your school will be kept confidential. Neither 
your name nor the name of your school will be used in the 
final summary which will appear in tabulated form only. If 
you prefer not to give your name on the questionnaire, please 
omit it. 
Would you please fill. out the enclosed check list, slip it 
into the enclosed self-addressed, stampfld envelope, and return 
it to me at your earliest convenience. If you desire a copy 
of the results of this study, I shall be glad to send you a 
summary report. 
Your cooperation will be greatly appreciated. 
Sincerely yours, 
Vernell S. Harris 
Vsh 
Enclosures 
·-~ 
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A STIJDY OF TiiE GUIDANCE SERVICES 
FOR BUSINESS EDUCATION STIJDENTS IN THE 
SECONDARY SCHOOLS OF VIRGINIA 
Name of School ______________________________ City ____________ __ 
Total Enrollment of School Enrollment of Bus. Dpt. 
--
l. Who is responsible for the providing of guidance for the 
business educatipn students in your school? 
--------~A. Administrator D. Home-room 
teacher 
_________ B. Guidance Director E. Business 
Teacher 
_________ c. Head of Business Dept. 
_____ F. Other 
2. Please check the statements which describe the responsibility 
of your business department in regard to the vocational 
guidance program in your school. 
A. Providing speciali~ed occupational information 
B. Conducting follow-up studies of business students 
C. Counseling business students 
D. Keeping cumulative records of business students 
E. Procuring objective data on business students F. Providing the vocational guidance of business students 
G. Placing business students 
H. Assisting in procuring speakers for career days 
I. Conducting field trips for business students 
J. Conferring with parents of business students K. Administering of tests 
L. No responsibility M. Otherr ______________________________________ ___ 
3. How much time is given in your 
A. One period a day 
school for group guidance? 
D. Correlated with 
---B. One period a week --- other subjects 
---c. One period a semester ___ E. Other 
___ F. None 
4. How much time is given in your 
A. One period a week 
school for individual guidance? 
---B. One period a year 
___ E. At option of 
Counselee 
None ---c. One period a semester 
D. At option of counselor 
5. Please check the criteria used when guiding 
in the selection of business curriculum. 
A. Intelligence quotient F. 
---B. Prognostic tests ---G. 
---c. Foreign language marks ---H. 
---D. Scholastic record ---I. 
E. Shorthand aptitude tests ==:J. 
Other •-------
students 
English Grades 
Student's choice 
Parent's choice 
None 
Other •--------
• 
• 
: ! 
6, Please indicate by a checkmark the policy which your school 
follows if a student fails a business subject, 
A. Student is required to repeat the subject 
-n. Student may repeat the subject 
___ c. Student is not permitted to repeat the subject 
D. Student is permitted to attend summer school E. Otherr __________________________________ __ 
7. Please check the information which is kept in the cumulative 
record. 
Scholastic data 
Intelligence test results 
Aptitude test results 
Prognostic test results 
Attendance record 
Reading ability 
Personal information 
Health record 
Educational and/or vocational plans 
Personality record 
Extra-curricular activities 
Outside interests 
Follow-up record of graduate 
Family background dat.a 
Interest inventory results Oth r a ____________________________________ _ 
8. In regard to cumulative 
have access tor 
records, does the business teacher 
A. Complete records 
---B. Some of the records 
---
c. None of the records 
D. No records av~llable 
9. Please check one or more of the special media in your school 
that provides occupational information for business stud~nts. 
A. Assemblies 
---B. TJlks by business leaders 
-c. Career days 
-n. Dramatization 
---E. Vocational guidance films 
---F. Vocational guidance charts 
---G. Books and phamphlets 
~. Lectures by instructors 
---I. Home..room activities . 
-J. Bu$.i:n~s clubs 
-K. Talh by business Department Graduates 
-L. Radio programs 
---M. EJJ:l'!J.blts of business occupations 
- '• ' 
• 
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10. Plea~e check the types of infor•ation ~de avai~able to 
yot~r business students. 
_A. Providing information concerning business positions 
in the coamunity 
~) 
_B. Acquainting stude.nts with current educational opportunities, 
.requirements, of institutions beyond secondary schools 
_c. Providing information concerning current occupational 
opportunities requirements and conditions 
_D. Acquainting students with Information concerning 
promotional opportunities in business 
E. Teaching students how to apply for positions in business F. ·None _______________________________________ __ 
11. Please check the audio-visual aids or teaching aids used 
in the business department in connection with guidance. 
A. 
-B. 
-c. 
-D. 
-E. 
-F. 
-G. 
~. 
=I· 
Charts 
Graphs 
Models 
Sound Films 
Chalkboards 
~Ups 
Movies 
Filmstrips 
Occupational Pamphlets 
Pictures 
Typing charts 
Bulletin Boards 
Cartoons 
Clippings 
Magazines 
Field Trips Othert ___ _ 
12. Please check the following films which yoilt'use in your 
school. 
Finding the Right Job 
How to Keep a Job 
You and Your Job 
It Must Be Somewhere 
Make Your own Decisions 
The Right Touch · 
Duties of a Secretary 
_II.. 
Tips on Typing 
Telephone Courtesy 
Hello Business 
Effective Production 
Personal Qualities 
for Job Success Othert ___ _ 
13. Please check the person or persons who take care of the 
placement of Business students. 
A. Administrator 
-B. Head of business department 
-c. Business teacher 
-D. Guidance counselor 
=E. No placement service is maintained 
14. PleUe _check the following placement services which are 
available to business education s,tudents in your school. 
A. Placement of all vocational business students 
--B. Placement of students in part-tbae employment 
-c. Plac-ement of all vocational business students 
--- meeting certain requirements 
D. Placement of former gradt~ates 
_E. Othera _________ _,_ ______ --'-__,---
• 
• 
15. Please check the following problems which stand in the 
way of providing more effective guidance for business 
stud~nts in your school, · 
A. Business teachers too busy for guidance duties 
___ B. Unfavorable attitude toward guidance on part of 
school officials 
16. 
Lack of coordination in guidance services of school 
Insufficient number of vocational business courses 
Inadeql,.lq:t;e records up9n which to base counseling 
Lack of adequate financi'a;l approp:riation to maintain 
gui~ance services 
Business teachers lack sufficient knowledge of guidance 
Administrative policy of placing poorer students in 
business depa+tmertt 
I. Number enrolled i{l business department too great for 
placement possibilities 
Lack of office space for counseling 
Lack of filing system for occupational information 
Other~----------------------------------
What plan does your school use in conducting follow-up 
studies? 
A. Questionnaire to graduate 
-B. Que.stionnaire to employer 
-c. Letter to graduate 
-n. Postal card to graduate 
-E. Personal Interview 
-F. Telephone 
-G. None H. Other; ________________________________ __ 
• 
• 
COPY OF FOLLOW-UP POSTAL CARD 
Dear ; 
Recently I sent you a check list concerning 
guidance services for business education 
students in the secondary schools of Virginia. 
After tabulating the returns, I find that I 
nave not received a reply from your school. 
Please let us count your school in the number of 
schools reporting, let me have your check list 
as soon as possible. 
Sincerely, 
Vernell S. Harris 
• 
• 
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